Managing HR Content on the NIH Portal: A Guide for
Content Managers

The Office of Human Resources (OHR) is committed to using the NIH Portal as the
NIH Intranet and is moving to provide access to Human Resources (HR) systems
and HR content of relevance to NIH employees on the NIH Portal. This content will
be conveyed through the Human Resources Community on the NIH Portal as well
as through the Document Directory. HR content of interest to the general public or
job-seekers will also be available on the NIH Jobs website.

This document explains how content managers can navigate the NIH Portal and
manage their own content.
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Portlets

Portlets are the building blocks that make up each user's My Page and every
Community on the NIH Portal. Portlets, also called Gadgets, provide access to
different HR systems and databases. A Portlet may merely link to databases or
systems, but ideally it should provide access to a piece of the functionality of the
system.

Portlets are developed by software developers versed in HTML and other
programming languages. HR Content Managers aren’t expected to develop
Portlets, but they can assist in recommending HR systems and databases to be
“portalized.”

Current Human Resources portlets include:
> Benefits Quick Links
CareerHere

>
> CareerHere -

admin Logm
>

Finid My HR. Contact:

posted on the portal
Update Your Information
Who is My HR Contact?
WITS Launch Pad

Corporate .
Recruitment & IC: | First choose here. .. ,v}| Sub-arg:
Information
Management
System (CRIMS) NIH Office of Human Resources
> e'HR -
» e-HR Professional Office of the Director
» Employee Express
> Enterprise HR &
Payroll (EHRP) * * *
» Federal Retirement Strategic Client Workforce
Benefits Calculator Programs Services Relations
» FEGLI Calculator Division (SPD) Division (CSD) Division (WRD)
» HHS Careers Kevin P. Murphy, Phil Lenowitz, Helene Noble,
(QuickHire) Division Director Division Director Division Director
> HHS Emp|oyee Management Advisory Special Projects Branch, Employee Relations/
Services Branch, Marvin Lee Labor Relations Branch,
Search e Staffing (Operations) Charles Palmer
» Human Resources Program Evaluation Branches (10) Benefits and Payroll
News and Events and Workforce Liaison Brancf‘%’
Flanning Branch, Howard C T
» Latest HR Isar}.;lhallﬂqanﬁr?el? e nEme
> Bg\(/:vumgnstsop,s Ifyou cannot find vour HR contact, please e-mail HE Systerms Support.
>
>
>
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Document Directory

While Portlets are the building blocks of My Pages and Communities, the Document
Directory, also called the taxonomy, is the bread-and-butter of the NIH Portal. The
Document Directory contains all of the documents, websites, and information that
are not in a database or system. All of this content is logically organized by subject
into a hierarchy of folders and subfolders.
Users can browse to the folder or subfolder m *
that contains the information they are
looking for, or they can search the full-text
of documents using the Search box in the
portal header.

advanced search icon

The Document Directory contains documents from NIH, OPM, HHS, and other
sources of news and human resources information. All of these documents and
websites are organized by subject in the Document Directory. The human resources
content falls under the Administration branch of the taxonomy.

= gubfolders in "Document Directory™

[3 Administration
Contracts Management, Financial Management, Grants
Human Resources (HRE), Information

merprise Information Technology
Application Development & Support, Corparate Computer
Services, Enterprise Applications, Enterprise Architecture,

Secirity...

[ahlewa & Fvents
Business Mews, Exramural Mews, Federal Government MNews,
GovExec.com Mews, Health MNews. ..

Each folder and subfolder has been assigned security so that the designated
Content Manager for that subject area can approve content for that folder. The
Content Manager can also delete content, change the name, or move content to
another folder.
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Approval Queue

Before documents reach the Document Directory, they must be crawled into the
portal. When documents are crawled into the portal, they are stored in the Approval
Queue. From the Approval Queue new document cards can be reviewed and sorted
into the appropriate folders and sub-folders.

The Approval Queue is under the Administration link located at the top of the Portal
Title bar.

fr My Home Hello M ount QH_EIE

My Pages My Communities MIH Links + [ Administration
- 3 = >

My Pages N g ‘&‘
MIH Poral Page ; |

Once you click on Administration, you're taken to the Portal Administration Menu.
The Approval Queue is accessed by selecting Approve Documents on the drop-
down menu.

T

Adlﬂiniﬁtraﬁn n

Object Search: | Al Objects w | | All Folders

"= Admin Objects Directory

Select Utility ... v *EE[%} X & _[.ﬁ_&h
Select Utility ..,

Access Unclassified Docurnents

inistratio

Cefault Profiles

Object Migration Status
Pattal Resources - Export
Portal Resources - Immport
Srnart Sort

Uzer Profile Manager

O (g E-mailiCalendar Contacts
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The Approval Queue looks like this:

Edit Ltility Settings Documents awaiting approval

Documents awaiting approval Approve docurments to make them accessible to users through the Knowledge Directory, Reject 2iHelp

documents you do notwant to import into the Partal. To make your changes, click Apply.
o

s Approve Documents | Documents {1 - 15 of 53)

Approving documents makes them & Anoly OF Approve All R Reiectall {7 Hold All P Filter Viewltems:[1 1o >

visihle to users ofthe Knowledge

Directory. o ® O Name ;hmmw Date
Tips ] |A-?6 Streamlined Studies | MIH/OMA - 4712/05
00® s
« Changing a document's Infarmation
at MIH

Propeties without approving it

00 ® QxDocumentDirectom&dministratiomHuman Resources (HENEmployment & Staffin oA
Important Concepts 76 (Competition of Commercial Activities)

_+QAdd Document Folder

e Crawlers
Description: | cornpetitive Sourding (A-76) Tim Wheeles NIH Cornpetitive Sourcing A
Program Manager Director, NIH Comrercial Activities Review Team b
|TSP- Uniserv Bulletins, Service Rep Introduction } OFM Qs
006 - Electronic
Forms -
Intro & FE

00 ® QlDocument DirectordddministrationiHuman Resources (HEWForms & Applications -
HE

_+QAdd Document Folder

Description! | Thi: is the official web site of the Thrift Savings Plan with information %
on retirement, annuity, survivors, and benefits, b
|TSP - TSP Civilian Agency Rep Irtro 2 OPM - 319/05
006 - Electronic
Forms -
Intro & FE

00 ® QlDocument DirectordddministrationiHuman Resources (HEWForms & Applications -
HR

_+QAdd Document Folder

When assessing documents for approval, there are 3 very important factors to
consider: the document title, the document description, and the destination folder.

1. Does it have an appropriate title?

> ® O Name ;hmﬁ Date

& [A-76 Streamlined Studies ﬁ MIHMOMA - 451 20048
O 0® J -A7B
Infarmation

title box gt MIH

006 EEIDDcumentDirectl:lr-.-“l.ﬂxdministratinnIHuman Resources (HREWEmployrment & Stafinogd-
7B (Competition of Comimercial Activities)

_+E2Add Document Folder

Description: Caompetitive Sourcing (A-767 Tim “Wheeles NIH Competitive Saourcing Ay
Prograrn Manager Director, NIH Cormnrmercial Activities Review Team bl

To Rename the Document simply click inside the title box and retype the title.
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2. Does it have an appropriate description?

To edit a document card’s description, click inside the Description box and start
typing.

> @ O Name S Date
By
EIp A-7E Streamlined Studies /) MIHMOMA - 45120045

_ATER
©C0® Infarmation

at MIH

OO0 ® EBIDDcumentDirectur-.-’l.ﬂadministratinnIHuman Resources (HENEmployment & Staffinogs
76 (Competition of Commercial Activities)

+[jAdd Docurnent Folder

Descripion: |competitive Sourcing (A-76) Tim wheeles NIH Competitive Sourcing A
Prograrn Manager Director, MIH Cornrmercial Activities Review Team bl

Each card should have an appropriate description and title so that it can be easily
identified.

You may also want to add some keywords to your document. Having appropriate
and detailed descriptions and keywords makes the document more searchable from
the Document Search function.

To add keywords you must open the Edit Document Properties window by
selecting the Edit icon.

4 Documents {1- 15 of 53)
& Aunly OF Approve All % ReiectAll |7 Hold Al 5 Filter View lterms: |1 taf1s | ==

Submitted

@ @& O HName By Date
By | ATE Strearnlined Studies MIHIOMA - 4/12i05
co® A8
Infarmation
at HIH
[:EIDncument DirectordAdministratiomHuman Resources (HENEmBlovment & Stafingla-
(O ONO] ” S
Th (Competition of Commercial Activities) C |ICk here to Edi'l document
_+[:3Add Document Falder pl’OpEﬂiES

Description: | cormpetitive Sourdng (A-76) Tirm Wheeles MIH Competitive Sourcing =
Prograrn Manager Director, NIH Cormmrmercial Adtivitiez Review Tearn hd
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This will take you to the Edit Document Properties window for your card.

Edit Document Properties: A-76 Streamlined Studies
Edit Property Settings Main Settings
Main Settings Edit the Property values far this docurnent, change the language associated with this docurment, or - 2iHeln

Document Setlings addidelete Froperties for this document.

Edit Standard Settings General Document Properties

Security Property Value

Migration History and Status Name [a-7¢ strearnlined studies |
Description [competitive Sourding (A-76) Tim Wheeles NIH Compatitive Sourcing Prog|
Crawler Tag | |
Card Created Apr12,200511:00:39 P
Card LastModified Apr12,200511:00:45 PM

Open Document URL hittpita-7fi.nih.qowAll Hands Meeting 4-6-05. ppt

Plumtree Document 102

Type ID
Document Content Language
ContentLanguage: [Enalish ]

Customized Document Properties
#=padd Property. “SjCreate Property X
[ Property~ Value

[ Author/Originator  [kfinn

[] Date Created |npr 1z, 2005 Evl 11 % || 00 % | PM ¥

] uRL [hetp1#7a-76.nih.gaw/all Hands Meeting 4-6-05.ppt

Document Information

Property Value

Last Accessed Through .

the Portal Apr12,200511:00:45 PM
More documents like

this

Number of times 0

accessed

Popularity Count i)

If the Keywords field is not listed under the Customized Document Properties

section, click on Add New Property +4Agd Property

Customized Document Properties

+=A0d Property "= Create Property X

[] Property~ Value

] Author/Originator [kfinn |
[] Date Created lapriz, zo0s [ [11 v[: o0 v [pm v

[] URL |httpi/fa-76. nih.gov/all Hands Meeting 4-6-05.ppt |
[1 | pocurnent Type v | |

Docurnent Type

Dacurnent Uplaad DocID

Docurment Upload Repositary Server
Full Text Content
I‘::__ r-lj'_.

Do

x}

Pro

Last|Criginating COrganization o

Port Portlet Qwner Ernail 00:45 P
Title

MordSnigus Identifier
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Select Keywords from the drop-down list. Click in the field next to the box and type
some keywords.

When you are finished editing the documents properties click on Finish.

3. Is it being sorted into the appropriate folder?

Back in the Approval Queue,

Check the folder icon under the document title to ensure that the folder path is
appropriate to the document content. Pay close attention to section after the last
backslash.

To change the document’s destination folder click on Add Document Folder.
_+E3Add Docurment Falder

The Selecting a Folder Window appears.
Add Document Folder

Search: | | = A
Folder
= [ @ Document Directory
B [ Gg Administration 2
O g Contracts Management
] Lj Financial Management
] @ Grants Management
2 [ @ Human Resources (HR) 3
O Gg Awards
[0 Gg Benefits
O g Classification
O @ Commissioned Carps v
You have selected:
Employment & Staffing

Navigate the “Add Document Folder” by clicking on the folder name or the ¥'box
next to the document name.

Click first on Document Directory, then on Administration, then on Human
Resources to see the first level of HR folders.

Updated 4/21/2005
8



The folder the document is being directed to is listed at the bottom of the box under
You have selected. When you click on the checkbox next to the destination folder

a check will appear and the name of the folder will be added to the list at the bottom.
Add Document Folder

D [:3 HilEYldiEd e o Sleiigdiise

Systerm (TAS)
O &g myPay (DFAS)

-~

=
=
&

[:] BIH Integrated Training System
(HIHITSY

O @ QuickClassification

g UsaJoBS

Workflow Information Tracking

Systern QMTS)
[ G Emplovee Relations

=

O g Emploves Services

£

£

(@ Emploviment & Staffincg
O Gg Forms & Applications - HR v

You have selected:

Employment & Staffing, LSAJIOBS

You may select multiple destination folders in this window. When you are finished

Select OK.

The new folder path will show up under the document name. If you accidentally add
the wrong folder you can deselect later.

To approve the document:

To mark a document for approval select the radio button next to the document title in

the leftmost column.

Select this column to

approve the document. « Aol oF Approve All [% ReiectAll |7 Hold All %P Filter view tems:[1  |to[15 | >
=] = Name Submitted By
i A WIH/QHR - USAJOBS HR. User Resources OHR - Employment
Selectthis column to reject the C ge @‘ “} _ & Staffing
docum-ent- oD ® @IDocument DirectondAdministrationiHuman Resaurces (HRWEmplawment & Staffing

_+[:2Add Docurment Falder

|_; Documents (1 - 15 of 98)

o/l0 ® @IDocumentD|rectur\ﬂAdm|n|Strat|un1Human Resources (HRWComputer Databases, 9
Tools - HRIUSAJOBS

Description: |The following resources are available for the uze of the HR cammunity

in working with USAJIOBS, Most of the links belaw lead to Microsoft

= ‘

The middle column marks the document for rejection.
The final column leaves the document in the approval queue.
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[ EejectAll

Alternatively you can click either click Reject All , Approve All

=
el
T Approve AL o a1 Hold AL

To send the document to some, but not all of the folders listed under its name follow
these steps:

1. Click once next to the document in the approve column to move all of the
to place checks in all of the boxes

Submitted

> @& © HName Date
By
@ MIH/COHR. - USAICOBS HR User Resources y OHR - 41 BI04
® O O - Employment
& Staffing

® O O [@Document DirectordadministrationiHuman Resources (HENWCommissioned Corps

® O O [@Docurment DirectordAdrinistrationiHurman Resources (HRNErmplovrnent & Staffing

® 00 [:IIDucumentDirectnr\ﬂ.ﬂxdministratinnIHuman Fesodrces (HEWobs\WWoplying for s Federal
Jab

® 00 [:RIDucumentDirectnn-’l.&dministratinnIHuman Resources (HEWComputer Databases
Software, Systermns & Tools - HRAWLSAIORS

2. Click under the red dot in the row next to the folders where you DO NOT
want the document.

Submitted

@ ® O Name Date
By -
GI MIH/OHR - USAJOBS HR User Resources 2 OHR - 41 6105
ONONS _ Ernplovment
& Staffing

& O [:].IDucument DirectordAdministrationt\Human Resources (HEMC ommissioned Corps

& O 0O [:RIDUcumentDirectnnﬂ.ﬂ«dministratinnIHuman Fesources (HENEmplaoyment & Staffing

® 0O [:lchucumentDirectnn-’l.ﬂ\dministratinnIHuman Resources (HENWIobhs\Aoplying for & Federal
Jok

® 00 [:IIDucumentDirectnr\.-'l.ﬂ\dministratinnIHuman Resources iHENWComputer Databases,
Software, Systerns & Tools - HRULISAIOBRS

Once you have edited everything, ensured that the document is headed to the
correct folder, and marked the files for approval; click on Finish to finalize the
approval.

Editing Content Outside the Approval Queue

After you have approved content for the portal, you can still edit and manage that
content from the Document Directory.

Inside the Document Directory switch to Edit Mode.
=" Subfolders in "Human Resources {HR)"

| Submit
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The list of documents alters to include boxes next to the titles, a properties link, and
an edit icon.

%= gubfolders in "HR Community on the NIH Portal” (Edit Mode)

*[3-»@_ %;!’2 - tﬁ X _@_ | Submit Docurnent,,, %

[This falder contains no subfolders.

Documents in "HR Community on the NIH Portal™ {1 - 13 0f13)

Viewltems: 13 [to[13 | >=| ® Approve ® Unapprove @4° Document Settings
[] Document Name EW Created

[0 $; MHOHR - HR Comimunity & Document Directory in the NIH Portal properties 112404 10:42 AW 2
Last Modified: 211705 12:46 PM
Description of the MIH Portal and the Human Resources community and HR content in the document
direc...

Froperties
[0 ®; HR Community Portal Projects: Using Online Collaboration Toos

Last Modified: 4/6/05 9:52 Ak

Joh Aid for © staff to use the Portal Projects for anline collaboration

Froperties S .

- View document

[] ®; NIH/OHR . Card Approval Process updatesd! o

Last Modified: 4/18/05 6:05 PM properties

OHR Portal Initiative Policies and Standard Operation Procedures (SCOPs) Paortal Card Approval
Frocess..

Froperties

The Properties link takes you to a summery of the documents properties. You can
edit the document’s properties by clicking on the Edit button at the top of the page.

A1BI05 9:50 AM

P

BI21I04 383 AM 2

&
The edit document icon takes you directly to the same Edit Document
Properties window described above.
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